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ASSI STANT CHI EF OF EMERGENCY MEDI CAL SERVI CES

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses a responsible admnistrative and
supervi sory position assisting in the planning and the direction
of the activities of the energency nedical services division.
The i ncunbent assists with the managenent of operations in the
Emergency Medical Services Division. Maj or duties include
assisting in setting managenment policies, goals and objectives,
provides for the division training, handl es any correspondence
relating to the operation of enmergency nedical services,
mai nt ai ns expendi tures, and recomends t he purchase of equi pment
and supplies. Supervision is exercised over enployees in the
class of Energency Medical Services O ficer. The enployee of
this class works with alnmost no supervision reporting to and
having work reviewed directly by the Chief of Emergency Medi cal
Servi ces.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to the position.

Assi sts Chief of Emergency Medical Services in the managenent of
the operation of fire departnent emergency nedical services.
Recommends manhagenent policies, objectives, and goals for the
Emer gency Medical Services division. Assists in the planning,
organi zi ng, assigning, and direction of division operations with
respect to equipnment, apparatus, and personnel. Del egat es
authority to subordinates for the nore effective work of the
depart nment. Conducts inspections and observes division
operations to determ ne appropriateness of procedures, and to
recommend changes in standard operating procedures. Keeps
i nformed on nodern nethods of energency medi cal work, and any
| ocal situations which Emergency Medi cal Services may be call ed
upon to respond. Studies new |l aws, regul ations, ordi nances, and
court rulings relating to emergency nmedi cal services in order to
i ncorporate such into the operations of the departnent.

Supervises division enployees by assigning work or duty
schedul es and areas, approving |eave, and inspecting equipnment
or personnel. Holds neetings with subordinate EMS officers for
t he purpose of receiving and review ng reports, dissem nating

i nformati on, and distributes information concerning the
di vi si on. Eval uates work performance, wites evaluation
reports, and discusses work performance w th subordi nates and
superiors. Counsel s enpl oyees on personal matters, resolves

enpl oyee grievances, and recommends di sciplinary action agai nst
subor di nat es.
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Responds to fire or enmergency calls to direct the operations of
enmergency mnedi cal personnel and the use of nedical equipment.
Provi des enmergency nedical care at the emergency or while in
transport to a hospital or other emergency care facility. Drives
enmergency medical vehicles to and fromthe scene of a fire or
ot her energency. Participates in the Incident Command System
Goes to the scene of hazardous material incidents to provide
medi cal assi st ance. Participates in operations at mass
casualties and follows triage procedures.

Supervi ses the preparati on and mai nt enance of emergency nedi cal
services records and reports conpleted by fire suppression
personnel and periodically inspects systens and facilities for
mai nt ai ni ng records. Reviews reports witten by subordinates
and insures that emergency nedical services records such as
personnel records, patient care records, and records of activity
are accurate. Conpletes fornms, reports and records on emnergency
medi cal operations as required and files forns and records
according to departnental procedures.

Assists in the developnment of a training program for the
di vision and determ nes that such programis properly staffed
and supplied with training resources. Participates in training
exercises to practice acquired skills and to learn new skills in
the areas of energency medical care and basic fire fighting.
Provides for on-the-job or informal training sessions for
subor di nat es. Conducts formal training classes in areas
necessary to prepare personnel for certification in energency
medi cal services. Observes at the emergency scene in order to
correct errors or to incorporate needed changes into the
training program Consults with doctors and nedi cal experts to
ensure the program follows acceptable nmedical standards.
Eval uates effectiveness of training to determ ne the need for
addi tional training or for changes in the training program

Provides for the accounting of all emergency medical services
noni es and assets. Gathers information to be used in conpiling
t he budget of the emergency nedical service division. Prepares
budget cal endar, revenue estimates, spending estimtes, and
bal ances proposed budget. Prepares specifications for public
bi ds and oversees the bidding process. Conducts grant research
and wites requests for grants or other special funds to aid in
t he operation of the emergency nedical service.

Supervi ses the general care, nmintenance, and use of energency
medi cal services conmunications equipnent, apparatus and
equi prent, and other related property. Purchases or reconmends
t he purchase of equipnment and supplies, keeping such purchases
with the established budget. Maintains inventory of all nmedical
supplies needed by the division. Provides for the purchase and
storage of all needed supplies and equi pnent for the division.
Checks all equi pnment on a regul ar basis to assure that equi pment
is in correct operating condition. Arranges for repairs and
mai nt enance of all enmergency nedi cal services property,
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equi pnment, or operating systens.

Pronotes a positive public imge of the fire departnent and the
enmergency medical services division. Conmunicates wth other
medi cal professionals, either in person or on the tel ephone, to
take and deal with conplaints, answers questions, and discuss
needed changes in operation or training. Acts as depart nment
representative to the news nedia or wites newspaper articles,
rel easing information and answering questions concerning the
work fo the enmergency nedical services division. At t ends
of ficial meetings, delivers speeches, and neets with civic and
governnmental groups to discuss needs of enmergency nedical
service or to present official departnment stand on issues under
di scussi on.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.

Must be certified as an Energency Medical Technician -
Par amedi c.

Must be a regular and pernmanent enployee in the class of

Emergency Medical Services Oficer for at |east one (1) year
i medi ately preceding closing date for application to the board.
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